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1 Introduction to the HCMUG  

 

State of Wisconsin  
HCM User Guide 

Release 07-01  October 2 , 2017  
Contact Us 

  

1.1 How To Use This Guide  

Introduction  
Icons 
Video Demonstrations (Demos) 
How To Use This Guide 

Introduction  

Welcome to the Human Capital Management User Guide (HCMUG).  This guide is 
intended for State of Wisconsin Human Resources (HR) staff using STAR HCM. It is a 
process guide. In general, it will list step -by-step instructions for how to complete a 
task in STAR HCM. 
  
The STAR Job Aids are being phased out and incorporated into this handbook.   
  

¶ Once a Job Aid is made obsolete, a redirect link will be made from the old Job 
Aid to the new section of this handbook.   

¶ If the Job Aid has not been incorporated yet, a redirect link will be made from this 
handbook to the Job Aid. 

¶ See the Job Aids at STAR HR, Payroll, and Benefits Job Aids  

  

Icons 

Several icons are used consistently throughout the Guide.  
  
  

http://www.doa.state.wi.us/Divisions/Personnel-Management
mailto:dave.hippler@wi.gov
http://starconnection.wi.gov/Training/STARJobAids#tab-tablehr
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Remember - An 

item you should take 

note of 

 

Tip  - A helpful hint 

 

Warning  - An error-

prone or important 

process 

 

Watch Video - 

Screen capture 

demonstrations of a 

process. 

  

Video Demonstrations (Demos)  

Throughout the Guide, you may see the icon below. This is a link to a screen capture 
demonstration of how to do a ta sk.  Process steps will always be written out and 
include screenshots. But demos can be a quicker and easier way to teach process 
steps. They will be phased in and added in subsequent releases. Many will have audio, 
so use a PC headset when watching demos. 

 

How To Use This Guide  

The link below is a brief interactive overview to explain the functionality of the 
HCMUG. Click on the icon to begin. 
  

 
  
  
  
  
  
  
  
  
  
  

https://rise.articulate.com/share/mzOFi57HEVoG9VObhqGZfMHuBZHpXHn3
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This page last updated in Release Number: 17-01 
Release Date: 10/02/17  

Effective Date: 10/02/17  
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2 Top Processes 

2.1 Hire/Rehire  

 

 

State of Wisconsin  
HCM User Guide 

Release 07-01  October 2, 2017  
Contact Us 

  

2.1.1 Adding An Employee (New 
Hire/Rehire)  

Ensure_Position_Date_Is_Updated 
HR_-_Search_For_An_Existing_Person 
HR_-_Enter_Job_Data 
HR_-
_Enter_or_Update_Personal_Biographical_Data__New_Hire_or_POI_Contingent_Worke
r_to_Employee_Only 
HR_-_Add_A_Person_Profile 

Add_a_Probation 
Enter_a_Veteran_Disability 
Enter_a_Severe_Disability 

Time_And_Labor_-_Enter_Time_And_Labor_Data 
Time_And_Labor_-_Assign_A_Schedule 
Payroll_-_Verify_Update_Federal_And_State_Tax_Data 
Payroll_-_Set_Up_General_Deductions 
Payroll_-_Enroll_In_Direct_Deposit  
Benefits_-_Enter_ABBR_For_Life__ICI__And_AD_D 
Benefits_-_Open_Events_Query 

Run_the_Open_Events_Query 
Sample_of_Query_Output 

Benefits_-_EBenefits_For_New_Hire__Not_Hire_From_Affiliate_ 
Benefits_-_Paper_Application_Entry 
Benefits_-_HIR_Event_-_What_Does_It_Do_ 
Benefit s_-_HFA_Event_-_What_Does_It_Do_ 
Checklist:_Entering_A_New_Hire/Rehire 
Resources 

http://www.doa.state.wi.us/Divisions/Personnel-Management
mailto:dave.hippler@wi.gov
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Ensure Position Date Is Updated  

Role: Position Management Specialist  
Prior to entering a new hire/rehire into PeopleSoft, including LTEs, the Agency 
Position Management Specialist will request updates to the position. This is done 
through the Position Request form. More information is available in the Viewing 
Position Data Job Aid and 3.5.3 Position Updates. 
  
Employees should not be hired into positions that have not been evaluated by the 
Agency Position Management Specialist. 
  
Ensure information such as reports to, classification, FLSA, department ID, location, 
funding, etc. are all updated on the position prior to filling it. If update s are not 
made prior to filling it you must submit a STAR Support Ticket to have the position 
updates made. Do not add position data rows to make corrections to a position that 
should have been made prior to filling it.  
  

HR ð Search For An Existing Person  

Role: HR Personnel Roster Role 
It is important to look up employee names in PeopleSoft prior to entering a hire to 
ensure that they arenõt already in the system. Search for People is one way that an 
agency can view data about employees who are in other ag encies. 
  
STEP 1: Navigate to the Search for People page 

1. Navigation: Main Menu > Workforce Administration > Personal Information > 
Search for People 

2. Select Search Type of Person 
3. Enter Search Parameter of PSCS_ADHOC 
4. Click Search 

  

http://starconnection.wi.gov/Documents/JobAids/HCM/PositionControl/viewpositiondata.pdf
http://starconnection.wi.gov/Documents/JobAids/HCM/PositionControl/viewpositiondata.pdf
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STEP 2: Enter the crit eria to search for the desired person  

1. Enter or select Search Result Code of PERSON_DATA.  Additional options are 
available to return various data for purposes other than determining if a person 
exists. Refer to 3.3.1.1 Search for People for details. 

2. Enter the desired personôs first and last name into First Name Search and Last 
Name Search respectively 

3. Press [Enter] on your keyboard to activate the Search button. (Note: Search 
values change to all caps) 

4. Click Search 
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RESULTS:  If the person does not exist in the system, the below message window 
displays. You should also search for the person in the Personnel Roster to ensure they 
have never been employed with the State before continuing with the ne w hire 
process. See 4.5 State Employee Roster Query for instructions on how to search for 
people in the Personnel Roster. The Enterprise Personnel Report allows searching for 
people who are in PeopleSoft but not within your agencies security, and are either 
active or inactive. This helps to avoid duplicating employee records for employees 
who already have an Empl ID in the system. If accurate results display, stop the new 
hire process and use a rehire or transfer process instead.  
  

 

If a person is in PeopleSoft as a Contingent Worker or Person of Interest they 
may not have all the information needed to search for them and avoid duplication. 

http://starconnection.wi.gov/Documents/JobAids/HCM/CrossFunctional/enterprisepersonnelreport.pdf
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 Please use all available search options to ensure the person is not already in the 
system before adding them.  If you realize youõve duplicated a person submit a STAR 
Support Ticket as soon as possible. 
  

HR ð Enter or Update Personal/Biographical Data (New 
Hire or POI/Contingent Worker to Employee Only)   

Role: Agency HR Specialist  
  
If the employee does not exist in PeopleSoft, add the person.  
  
Also, if hiring an employee (adding an em ployment instance) who was previously a POI 
or Contingent Worker, be sure to go back and update the information for all fields 
listed below, do not add a new/duplicate person. This MUST be done before Job Data 
is entered or a benefits event will not open a nd the employee will not be enrolled in 
WRS or benefits programs. 
  
STEP 1: Navigate to the Add a Person page 

1. Navigation: Main Menu > Workforce Administration > Personal Information > 
Biographical > Add a Person 

2. Click Add Person 

  

 Do not change or add to the value of NEW in the Person ID field. PeopleSoft 
generates the Person ID. 
  
STEP 2: Add Biographical Details. Required fields are indicated with an asterisk in this 
job aid.  

1. Enter the following information in the Name section of the Biographical Details 
tab: 

a. *Effective Date: The date that the hire is effective, or todayôs date ï 
whichever is earlier. The person data has to have an effective date on or 
before the hire effective date in order for job data to be created. 

b. *Format Type: English 
c. Click Add Name to enter the employeeôs name 
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2. Enter the following information: 
a. Prefix: Preferred prefix of the employee (optional) 
b. *First Name: The employeeôs legal first name as it appears on their Social 

Security Card 
c. Middle Name: The employeeôs middle name or middle initial as it appears 

on their Social Security Card 
d. *Last Name: The employeeôs legal last name as it appears on their Social 

Security Card 
e. Suffix: The employeeôs suffix, if applicable 

3. Click Refresh Name. Information in the Display Name, Formal Name, and Name 
populates.  

4. Click OK 

 

5. Enter the following information in the Biographical Information and History 
sections:  

a. *Date of Birth: This data is required for benefits and WRS purposes 
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b. Waive Data Protection: This box should be UNCHECKED for most 
employees.  Used as an indicator for employees who have personal 
situations that make it necessary for their data to be excluded from 
external systems (only check if the employee needs to have their data 
protected). 

c. *Effective date: For new hires/rehires, this will be the hire date or todayôs 
date, whichever is sooner. This date should be the same as the other 
person effective dates. 

d. *Gender:  This data is required for EEO reporting and WRS purposes 
e. Highest Education Level (optional) 
f. *Marital Status. If an employee plans to enroll in insurance, this field is 

required.  If unknown at time of entry, update as soon as information is 
known. 

g. *As of date: date the marital status became effective 
¶ This is not required if Marital Status = Single 
¶ This date is required if Marital Status is anything except Single 
¶ If married or in a domestic partnership, the date must match the 

date list for the spouse or domestic partner on the Update 
Dependent/Beneficiary page. 

h. Language Code: Preferred language (optional) 

 

 

6. Enter the following information in the National ID section: 
a. *Country: USA 

b. *National ID Type: Select 1 - Social Security Number 
c. *National ID: Enter the employeeôs Social Security Number 
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d. *Primary ID: Keep selected 

  

 
STEP 3: Add Contact Information  

1. Click the Contact Information tab 

 
  

2. Click Add Address Detail to add the employeeôs home address 

 

 
  

3. Enter the following information: 
a. *Effective Date: for new hires/rehires, this will be the hire date or todayôs date, 

whichever is sooner. This date should be the same as the other person effective 
dates. 

b. *Country: Defaults to USA 
c. *Status: Defaults to A (for Active) 

4. Click Add Address 
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5. Enter applicable address information 

PeopleSoft populates the Postal and County, and may correct address errors. If 
the address is auto-populating inco rrectly, you can override the address validation by 
checking the checkbox at the bottom.  

 
  

6. Click OK and OK again 
7. Select a value from the Phone Type list 

a. Employeeôs Fax Phone: Work fax number 
b. Employeeôs Home Phone: Home phone number  
c. Employeeôs Other Phone: Any other phone number 
d. Employeeôs Personal Mobile Phone: Personal cell phone number 
e. Employeeôs Work Mobile Phone: Work cell phone number 
f. Employeeôs Work Phone: Work landline number. Can only be 

entered/modified by Agency HR Specialist. 
8. Enter the Telephone number, Extension (if applicable), and select the Preferred 

checkbox where appropriate 

 

9. Select a value from the Email Type list 
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a. Business: Work email. Can only be entered/modified by Agency HR Specialist. 
Remember to verify the business email address when transferring a person 
between agencies to ensure its accurate. 

b. Home: Personal email address 
c. Other: Any additional email address 

10. Enter the Email Address and select the Preferred checkbox next to the Business 
Email Address 

 

 
  
STEP 4: Enter Ethnicity and  Veteran Status 

1. Click the Regional tab 

 
  

2. Enter or select *Ethnic Group 
3. The employee may identify as more than one ethnic group. Select plus sign (+) to 

add additional Ethnic Groups.  
4. Select the *Primary checkbox for the ethnic group that is considered primary. 
5. Select an appropriate value from the Military Status list. Use the Edit Discharge 

Date link, if applicable. 
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STEP 5: Assign an Organizational Relationship 

1. Click the *Organizational Relationships tab 

 

 

2. Select the Employee checkbox 
3. Click Add Relationship 
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RESULTS: At this point, Personal Data is complete. You will automatically be 
redirected to the Job Data page at the Work Location tab to continue the new hire 
process.  If you do not complete Job Data at this time you will nee to Add 
Employment Instance to complete the new hire process.  
  

HR - Enter Job Data  

Citation:  http://docs.legis.wisconsin.gov/code/admin_code/er/18  
Role:  Agency HR Specialist  

http://docs.legis.wisconsin.gov/code/admin_code/er/18
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DO NOT CLICK SAVE UNTIL ALL FIELDS IN ALL OF THE TABS AND SECTIONS HAVE 
BEEN ENTERED 
  
STEP 1: Enter Work Location data. (If entering a Rehire, begin here by first navigating 
to the Job Data page: Main Menu > Workforce Administration > Job Information > 
Job Data) 

1. On the Work Location tab, enter the *Effective Date. This is the effective date of 
the hire/rehire. 

2. The *Action list option defaults to Hire (use Rehire, if appropriate) 

The Action of Hire should only be used in two situations. (1) The first time a 
person is entered into PeopleSoft; or (2) when an employee is hired into additional 
employment instances (i.e. a secondary position). Even if the person is a long -time 
state employee, you would still use this action to add/hire the employee in 
PeopleSoft for the 1st tim e. A òRehireó Action/Action Reason is used for employees 
who were previously employees in PeopleSoft.  

3. Select an appropriate value from the Reason list 
a. The reason is used to identify the type of hire. There are three (3) Hire 

Action Reasons: The below table displays the available new hire or rehire 
Action/Action Reason options and status results of each. 

b. If an employee is hired from another state payroll center (ex. UW, UWHC, 
WHEDAé), a Hire from Affiliate action reason should be used. 

  

Action and Action r eason drive the population of HR Status, Payroll Status and 
Benefit Employee Status. You must enter both an Action AND Reason. 
For a full list of Action/Reasons, see 5.2 Action/Reason . 
  

4. Select the *Job Indicator 

 If an employee only has one job, that job will default to the primary job. If an 
employee has two (2) or more jobs, you need to indicate which is primary and which 
is secondary job. This is in addition to the empl record number.  
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5. Enter *Position Number (required field for employees in position numbers). Use 
the Lookup Icon to the right to search for the position number if necessary. 

  
 

 
  

6. Once the position number is entered, the following job data fields auto populate 
from position data : *Position Entry Date, *Regulatory Region, *Company, 
*Business Unit, *Department, *Department Entry Date, *Location 

  
STEP 2: Enter Job Information data  

1. Click on the Job Information tab 

 

 
  

2. Select the employee type from the *Empl Class list 
3. Select a value from the *Officer Code list. This is only used for employees with 

Career Executive Status. 

4. Click on the USA Flag to view the *FLSA Status that populated from the position 
data.  If this information is incorrect, it must be updated on the position (submit a 
STAR Support Ticket). 
















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































